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FOREWORD 


The Department of Vocationalization of Education, NCERT 
organised a Short Term Teachers’ Training Programme for Vocational 
Commerce Teachers of Gujarat, Maharashtra, Karnataka and Uttar 
Pradesh at Sir K.P. College of Commerce, Surat from 22 May to 18 
June, 1984 in which about 25 sessions were devoted on methods of teach¬ 
ing and related issues. The booklet has been written by Dr. P. Raizada, 
Reader and Programme Co-ordinator during the period of training to 
help vocational commerce teachers develop efficient purposeful procedure 
for teaching in the area of their specialisation. The purpose of this book¬ 
let is to present a discussion on modern methods and techniques of teach¬ 
ing vocational commerce courses. The teachers will find ihis booklet 
helpful in many ways. Pioblems pertaining to the formulation of objec¬ 
tives, selection of course content, using appropriate ( methods and approa¬ 
ches for teaching, providing physical facilities, grading and handling a 
host of knotty issues have been extensively explored. The historical 
development of vocational commerce courses has been given in brief. 

I take the opportunity for expressing my sincerest thanks to the 
author for preparing the booklet keeping in view the immediate training 
of vocational commerce teachers. 


P.L. Malhotra 
Director 

National Council of-Educational 
Research and Training 


New Delhi 
August, 1984 



PREFACE 


Teaching is the process of directing or guiding learning. It is the 
art of causing another to learn. Methods consist of those activities 
through which teaching becomes effective. Although appropriate methods 
of teaching are necessary for all instructional areas, it is of even greater 
significance in situations where manipulative processes are involved—where 
learning deals with performance type of activities, 

The present booklet has been designed to help prospective vocational 
commerce teachers develop efficient, purposeful procedures for teaching 
commercial skills and to help the experienced teachers teach more effec¬ 
tively The booklet has a comprehensive chapterwise coverage of historical 
developments, objectives of vocational commerce education, procedure for 
designing curricula, methods and approaches of teaching, evaluation, 
needed physical facilities, teacher qualities, planning of instruction on 
annual basis, supervision and guidance—all with particular reference to 
vocational commerce education. 

Dr. P. Raizada, Reader in Commerce, Department of Vocationaliza- 
tion of education has worked hard to produce the booklet during the 
short period of a training pi ogramme at Surat (Gujarat) for which he 
deserves congratulations. 1 wish to place on record my appreciation for 
writing this booklet, I am sure the booklet will prove immensely useful 
to concerned teachers as well as others involved with the entire curricular 
pLocess in this area. 

All suggestions for improvement will be highly appreciated. 

Arun K. Mishra 
Professor & Head 

Department of Vocationalization 
of Education 


September, 1984 
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CHAPTER I 


Progress of Vocational Commerce 
Education in India 


If we go through the historical development of Commerce Education 
in India, it appears that it started to play its part as early as 1882. But 
in fact nothing was seriously done for the Commerce Education at the 
secondary stage till the Secondary Education Commission recommended 
the diversified courses and commerce stream was included as one of them. 

1882 : Hunter Commission anticipated the diversified courses through 
two types of schools: 

1. Schools offering academic courses 

2. Schools offering practical courses 

1886 : First Commercial School in Madras 

1886 : Institution of Madras Government Commerce Examination 

1895 ‘ Establishment of Commerce School in Kalikut by the Govern¬ 
ment of India. 

1903 . Commerce classes start in the Presidency College, Calcutta. 

1903 . Commerce Institutes start functioning in Bombay and Delhi 
for training in Typewriting, Shorthand, Letter-writing and 
Business Methods. 

1905 : Remington Rand Company starts first schools of typewriting in 
Calcutta, Bombay, Delhi and Madras. 

1913 ■ Syndhatn College of Commerce and Economics starts at Bombay. 

1926 : Institute of Bankers starts at Bombay, 
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1929 ; Hartog Committee recommends diversified course and introduc¬ 
tion of Industrial and Commercial Education. 

1935 : Central Advisory Board of Education recommends diversified 

courses. 

1936 : C.A.B.E. resolves to the commercial firms on the desirability of 

employing new commerce graduates,! 

1936 ; Appointment of a Committee on Vocational Education. 

1938 : Consideration of the report of the Committee on Vocational 
Education. 

1938 : C.A.B.E. Considers the proposal of Inter-Umversity Board for 
introducing Vocational Education at the Secondary Education 
stage. No further action was considered necessary. 

1943 : Appointment of a Committee for Technical Education, including 

Commerce, under the Chairmanship of Sir John Sargeant. 

1944 : The Sargeant Report also known as report on “Post-War Educa¬ 

tional Development in India” recommends two types of High 
Schools ; 

(1) Academic (2) Technical 

1945 : Appointment of All India Council for Vocational and Techni¬ 

cal Education. 

1951 : C.A.B.E rejects the recommendation of All India Council for 
Technical Education that it should get statutory power to confer 
degrees in commerce also. 

1953 . Secondary Education Commission recommends diversified courses 

for Higher Secondary Education and includes Commerce as one 
of the streams. 

1954 : C.A.B.E, accepts the recommendations of Secondary Education 

Commission. 

1955 ; C.A.B.E. Considers the report of the Implementation Committee 

for Secondary Education and recommends to the State Govern- 
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ments and Government of India to incorporate recommendations 
of Secondary Education Commission in the Second Five Year 
Plan. 

1956 : C.A.B.E. requests the Government of India to pursue the intro¬ 

duction of diversified courses vigorously. 

1957 : C.A.B.E. recommends that Training Colleges should provide 

teachers for practical subjects also. 

1961 : C.A B.E. recommends the setting up of four Regional Training 
Colleges for preparing teachers of practical subjects including 
commerce for Multipurpose Higher Secondary Schools. 

1961 : Appointment of a High Power Committee on Commerce Educa¬ 
tion. 

1963 : Regional College of Education, Mysore starts training course for 

commerce teachers. 

1964 ; Regional Colleges of Education at Ajmer, Bhopal and Bhubane¬ 

shwar take up the work of preparing teachers of commerce. 

1966 : Kothari Education Commission recommends 12 years of higher 
secondary education under 10+2 scheme. 

1966 : First All India Summer Institute in Commerce at Regional 
College of Education, Mysore. 

1968 ; Second All India Summer Institute in Commerce at Regional 
College of Education, Bhopal. 

1977 . Implementation of Vocational Commerce courses at the post 
secondary stage for the first time. 

So far, Commerce stream is occupying an important place at secon¬ 
dary stage in many of the States in India. After the implementation of 
this new pattern of education, Commerce as a separate discipline, is not 
a subject of study at secondary stage in a number of States. At the 
Higher Secondary Stage of the new pattern two types of commerce 
programmes may be visualised—one is academic and the other is voca- 
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tional. An exclusive academic programme in commerce will invariably 
prepare students for college education, 

Vocational Commerce Education is a job and employment oriented 
education which prepares students for clerical and middle level supervi¬ 
sory positions in Government offices, industries and establishments. 
Vocational Commerce Education requires intensive training in theory 
and practice m commerce based occupations! The main purpose of 
vocational education in commerce is to ensure a steady flow of skilled 
workers in clerical and supervisory areas for offices, business and industry. 

The scope of vocational education in commerce is very vast. The 
students being trained in trade and commerce based vocations may be 
required to perform variety types of jobs under wage employment and 
self-employment. These may include—office clerk, stenographer, typist, 
accountant, receptionist, cashier, assistant manager, salesman, personal 
assistant, book-keeper, record-keeper, store-keeper, office assistant in 
L.I.C., office assistant in bank, retailor, transporter, audit assistant, statis¬ 
tical assistant, sales representative, treasurer, etc. etc. 

The courses which have been started in states till now are— 
(1) Accountancy and Auditing/Taxation, (2) Banking, (3) Materials 
Management Technology, (4) Salesmanship, (5) Co-operation, (6) Steno¬ 
graphy, (7) Typewriting, (8) Insurance, (9) Import and Export (Interna¬ 
tional Trade), (10) Taxation Law, (11) Office Management, () 2) Office 
Secretaryship, (13) Business Management for Small Scale Industries, 
(14) Small Industries and Self-Employment, (15) Elementary Industrial 
Management, and (16) Receptionist. 



CHAPTER II 


Objectives of Teaching Vocational 
Commerce Subjects 


Before undertaking the study of any subject, it is essential to deter¬ 
mine its aims and take notice of its ulilily. Good teaching demands that 
the teacher should analyze his job and set up objectives for work, 
Students will work more intelligently if these goals are kept clearly before 
them. Aims and objectives indicate the way and point 1o the ideals. 
Unless we determine the aims, it is not possible for us to work out a 
plan for attaining those aims. It is also essential for keeping the teachers 
and the taught on the right track. Like all other subjects commerce 
subjects have their special aims and from their study special values arise. 

These objectives should be in writing if they are to serve for the best 
professional thinking, for course of study making, for lesson planning 
and for good teaching. This is necessary because objectives determine the 
philosophy of the prograrnme.This is an academic exercise which is to be 
done at the time of curriculum construction and curriculum renewal. 

Types of Objectives 

Objectives are of two types: over-all objectives and specific objectives. 
The over-all objectives might apply equally well to several of the subject 
areas. But the specific objectives are those objectives which are applica¬ 
ble to the study of a particular subject, topic or unit. Objectives can be 
identified and stated at various levels right from national level to the 
lessonwise, discipline, area, subject, unit, topic etc, 


Blooms Taxonomical Classification of Objectives 

According to Bloom there are three domains—cognitive, affective and 
psychomotor. Under cognitive domain we are concerned with knowledge 
and understanding. Under affective domain we are concerned with attitude 
and interest and under psychomotor domain we are concerned with skill 
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objectives. In vocational commerce education about 20% weightage may 
be given to knowledge objectives, 30% to attitude objectives and 50% to 
skill objectives This weightage may vary from subject to subject or topic 
to topic. 

Sources of Objectives 

Objectives are drawn from a number of sources like the needs of the 
individual, needs of the society, national and cultural heritage, the philo¬ 
sophy of life etc. Curriculum and syllabi are developed on the basis of 
objectives and not the other way. 

For example in order to arrive at these objectives in “typewriting” the 
preferred method has been to enumerate the typing duties that are 
common to most of the office typing jobs and then to include these duties 
or jobs in the course at various stages. 

How to Define Objectives 

While formulating objectives it is desirable to consider the following 
criteria: 

1. It should be in terms of observable changes in pupil behaviour. 

2. The terminology of the statement should be simple enough. 

3. The statement should be unitary i.e,, more than one objective should 
not be expressed in one statement e.g “The pupil acquires knowledge 
and understanding of terms, concepts etc.” 

4. The statement of objectives should invariably be followed by specifi¬ 
cations (observable changes in the pupil,) The observable changes 
in the pupil who has acquired the knowledge of the term “bank” are 
that he recalls the definition of the term and reproduces it orally or 
in writing or he may recognise it among other definitions. 

Behaviour Patterns 

This term is used to indicate the specific aclivities which the students 
will be able to do on the achievement of a particular objective. This term 
is used as synonymous to the term specification e.g. to demonstrate the 
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achievement of the “Understanding” objective the student will be able 
to (a) discriminate, (b) classify, (c) compare and contrast, Id) identify 
relationships, (e) cite illustrations, etc These elements are known as 
specifications. 


Objectives at the Higher Secondary Stage 

1. The student will acquire knowledge of facts, figures, concepts, terms, 
principles, procedures, forms, statements, symbols, abbreviations, 
trends, etc. 


Specifications 
The student— 

(i) recalls facts, concepts, items and principles, etc. in vocational 
commercial subjects like, accountancy, office management, 
materials management, receptionist, banking, stenotyping, 
insurance, salesmanship, etc. 

(a) recognises facts, concepts, proformas, etc, in commercial 
subjects. 

(iii) reproduces principles and concepts etc. 

(iv) acquires background for continuing higher education in voca¬ 
tional commerce subjects. 

2 The student will develop understanding of facts, concepts, terms, 
principles, procedures, forms and statements etc. related to commer¬ 
cial subjects. 


Specifications 
The student— 

(i) distinguishes facts, terms, etc. 
(li) discriminates 

(iii) classifies 

(iv) compares and contrasts 

(v) illustrates 



(vi) identifies relationship 

(vii) arranges steps in proper sequence 

(viii) gives reasons for the occurance of problems 

(ix) interprets data 

(x) locates errors and rectifies them. 

3. The student will be able to apply acquired knowledge, skill and 
understanding of concepts and principles to new situations. 

Specifications 
The student— 

(i) analyses the given situations and problems 

(ii) selects facts relevant to the problem 

(iii) judges adequacy of data 

(iv) establishes relationship 

(v) suggests improvements m procedure 

(vi) formulates hypothesis and varifies it 

(vii) draws inferences 

(viii) predicts m a given situation. 

4. The student will develop practical skill in commercial subjects. 

Specifications 
The student— 

(i) prepares proformas, diagrams, sketches, statements, charts, etc. 

(ii) calculates and computes quickly and correctly 

(in) handles and maintains business machines like 
typewriter, duplicator, calculator, etc. 

(iv) writes business letters and documents 

(v) collects relevant information, preserves and displays it 
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(vi) develops employable skills to seek entrance into commercial 
professions and vocations like typist, stenographer, accountant, 
office assistant, salesman, storekeeper etc. 

(vn) paiticipates in practical work and on the job experience. 

5. ' The student will develop interest m economic and commercial 

activities, 

Specifications 
The student— 

(i) collects information about new developments m commercial 
subjects 

(ii) reads literature on various aspects 

(iii) discusses social, economic and commercial problems 

(iv) visits places of social, economic and commercial importance 

(v) writes articles on economic and commercial topics 

(vi) participates in activities related to commercial subjects. 

6. The student will develop healthy attitudes expected of a good and 
honest businessman. 

Specifications 
The student— 

(i) critically examines new developments 

(ii) develops attitude of realistic thinking towards new develop¬ 
ments 

(iii) respects law 

(iv) possesses integrity and maintains honest dealings in business 

(v) develops the spirit of healthy competition and co-operation 

(vi) develops habit of hard working 

(vii) develops proper and worthwhile habits and traits of character, 
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e,g. neatness, accuracy, methodical approach and reasoning 
power 

(viii) develops general awareness about social, political and economic 
systems having bearing on business. 

7. The student will develop ability to appreciate the contribution of 

commerce to human progress. 

Specifications 
The student— 

(i) appreciates the inter relationships between the growth of civili¬ 
zation and commerce 

(ii) appreciates the contribution made by business agencies and 
commercial houses 

(iii) appreciates the need and importance of practical work in 
vocational commerce subjects. 


CNITWISE OBJECTIVES 
Unit No ... Bills of Exchange 


•) 

■) Details of 
.) syllabus 


Objective- I. KNOWLEDGE 

The pupil will acquire knowledge of facts, figures, symbols, items and 
abbreviations, concepts, principles, generalizations, trends, etc. 

Specifications 
The student— 

(i) recalls in detail about the B/E, its concepts, parties to it and 
its functions and importance to the businessmen. 
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(ii) acquires information as to how a Bill written, accepted, endor¬ 
sed, discounted, retired and renewed and which are the main 
parties and important functionaries involved in the processes, 

(iii) recognises the rules and procedures of entering transactions 
pertaining to drawing, accepting, discounting, dishonouring, 
endorsing, retiring and renewing the B/E in the journals of 
various parties. 

(iv) recalls conditions under which accommodation bills are diawn 
and accepted. 

(v) recalls the rules and procedures of preparing B/R & B/P books 
and their posting. 


Objective-II : UNDERSTANDING 

The pupils will develop understanding of facts, figuies, terms and con¬ 
cepts etc. 

Specifications 
The student— 

(i) distinguishes between various terms and concepts like endorse¬ 
ment and discounting, retirement and renewal etc , etc. 

(ii) discriminates between practices of recording transactions in 
different books of accounts 

(iii) detects errors and rectifies them 

(iv) recognises underlying principles 

(v) gives reasons for a particular entry 

(vi) identifies relationships between two types of transactions 

(vii) cites illustrations about various terms and concepts, 

Objective-Ill : SKILL 


The pupil will develop practical skill 
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Specifications 
The student— 

(i) prepares a B/E from given details 

(ii) journalises transactions relating to accepting, endorsing, dis¬ 
counting, dishonouring, retiring and renewal of a Bill in the 
books of various parties 

(lii) journalises transactions, related to accommodation bills 
(iv) prepares B/R and B/P books. 

Objective-IV . INTEREST 

The pupil will develop interest in bill transactions 

Specifications 
The student— 

( 1 ) collects specimen proformas related to B/E 

(ii) discusses the problems with his class fellows, teachers and 
parents 

(iii) visits business houses to collect more information 

(iv) prepares charts on the subject matter. 

Objective-V : ATTITUDE 

The pupil will develop healthy attitudes expected of a good and 
honest businessman 

Specifications 
The student— 

(i) develops attitude of logical and analytical thinking 

(ii) develops habit of hard working, neatness, accuracy, and res¬ 
ponsibility. 



Objective-VI : APPRECIATION 


The pupil develops ability to appreciate the contribution of B/E in 
the area of trade and commerce. 

i Specifications 
The student— 

(i) appreciates the need and importance of B/E to the business 
world. 



CHAPTER III 


Designing Curricula in Vocational 
Commerce Education 


These days in India Education Departments in different States are 
engaged in the task of preparing syllabi in different vocational areas for 
higher secondary vocational stream. If such curricula are to have any 
value, they should be based on sound and practical principles. Effective 
teaching depends on many factors, but unless a teacher is able to organise 
instructional material into worth-while educative experiences, many of 
these factors will lose their potentialities. 

Although a course of study is necessary for all instructional areas, it 
is of even greater significance in situations where manipulative processes 
are involved, Further more manipulative operations require a certain 
sequential order of performance. Therefore, teachable content must have 
a logical and methodical manner of presentation. Without good instruc¬ 
tional organisation, learning is likely to be haphazard and ineffective. In¬ 
fact 50% of good teaching is careful planning. 

Curriculum 

A curriculum is an orderly arrangement of integrated subjects, activi¬ 
ties and experiences which students pursue for the attainment of specific 
goals. Curriculum includes all the learning experiences which children 
and youth have under the direction of the school. Every thing done in 
the school adds up to the total curriculum. 

Components of a Course of Study 

A really comprehensive syllabus in a vocational subject should include 
the following information: 

1. A General Introductory Statement 

2. Course Objectives 
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3. Syllabus Structure 

4. Course Content and Practical 

5. Time Allocation 

6. Textbooks and Reference Books 

7. Equipment & Materials 

8. Staff and Space Requirement 

Preparing the General Introductory Statement for a Course 

The introductory statement should be expressed in terms of the following 1 

1. General importance 

2. Job opportunities available 

3. The nature and degree of skill which students will be expected to 
master. 

4. The admission requirements of the course. 


Course Objectives 

The curriculum and syllabi are developed on the basis of course 
objectives. In order to arrive at these objectives the preferred method 
has been to enumerate the duties of a particular post/vocation that are 
common to most of such type of jobs. In other words these objectives are 
derived on the basis of frequently performed duties in a vocation, needs 
of the society and the philosophy of the vocational programme. 

For example at the end of the Stenography course, the students will 
be able to . 

1. attain adequate proficiency in shorthand and typing. 

2. acquire working knowledge of office/commercial practices such as 
noting and drafting, accounting, maintenance of office records and 
handling of business correspondence. 

3. handle and maintain office machines and equipment, 
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4. communicate effectively in language on matters connected with office 
work. 

5, acquire fundamentals of human/public relations, good attitudes and 
general knowledge of current affairs. 

6 develop the ability to understand oial and written instructions, to 
analyse problems and solve these problems successfully. 

Syllabus Structure 

The syllabus structure should be given yearwise in a tabular form It 
should include the following information 

1. Compulsory subjects like languages 

2. Related subjects 

3. Mam divisions of vocational subject area 

4. Periods allotted for teaching theory and practice (separately) 

5. Examination scheme including number of theory papers, duration, 
maximum marks, marks allotted for internal assessment or term work, 
marks for practical examination, minimum pass marks in theory and 
practice and basis of awarding grades and divisions. 

SPECIMEN PROFORMA 

Subject/Area . 

Class... . 


S No Name of the subject No of period per week Exam. Scheme Total 

papers Theory piactice Theory practical 
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Course Content and Fracticals 

The subject-matter to be included in the course may be classified into 
distinct units. Each unit should again be divided into subordinate learn¬ 
ing units to facilitate learning The course content should be in confor¬ 
mity with the aims and objects of teaching the particular vocational course. 
It should bear direct relevance to a worker It should consist of a variety 
of material that will lead to those skills and knowledge which are neces¬ 
sary for a successful worker. 

The units or topics should be organised in such a way that the succee¬ 
ding units will have a proper relationship. Topics should not be dealt as 
isolated items but should be inter-related and integrated with jobs of a 
worker. The course should be such as can adequately be dealt with under 
stipulated conditions such as availability of time, staff and equipment. 

The syllabi should specify what practical have to be done by the 
students. For this purpose all the units should be analysed in terms of 
knowledge and skills to be developed and on the basis of this topic-wise 
exhaustive list of practical may be prepared. 


Time Allocation 

The syllabus should neither be too heavy nor too light. For this purpose 
each subject should be analysed topicwise in terms of time required. The 
following factors should be considered before a syllabus of instruction is 
drawn up — 

— The number of weeks in each academic session 

— The number of class periods in each week 

— The length of the class period 

— The periods required for teaching languages, related subjects, voca¬ 
tional subjects— theory and practice classwise 
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A proforma such as the following may be used foi this purpose : 


Time Required (Periods) 

S. No, Subject XI XII Total 


Textbooks and Reference Books 

one of the most important problems in the implementation of voca¬ 
tional courses is acute shortage of instructional material. It is, therefore, 
very necessary to provided a list of books which cover the syllabus wholly 
or partially. It should be remembered that the books which are suitable 
only for academic courses, the approach is purely theoretical, should not 
be prescribed for vocational courses. 

The list may include name of the author, title of the book, publisher, 
year of publication, and price. 

Equipment and Materials 

An effective vocational laboratory provides equipments that are ample 
in quantity and quality for the teacher and the learner both. The quantity 
of the equipment depends upon the following factors : 

(i) Finance 

(li) The total number of students 

(ni) The methods of teaching 

(iv) The total number of periods devoted for practice 
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(v) The capacity of the laboratory 

(vi) The teacher—his qualifications, knowledge and abilities. 

The requirement for this purpose should be worked out for a class of 
20 students, 

A list of consumables (per month) should also be prepared. 

Staff and Space Requirement 

Efficient instruction in any classroom begins with suitability of teach¬ 
ing staff and layout of laboratories and lecture rooms. 

The staff requirement has to be worked out on the following basis. 

1. For vocational subject—one teacher for each group of 20 students 

2. For other subjects—one teacher for a group of 40 students. 

In the same way the space has also to be worked out for a group of 20 
students in the form of laboratory room, lecture halls, store room and 
staff room. 

The staff may include Head of the Department, Lecturers, Instructors, 
Attendents, etc. 


Critical Examination of Vocational Course 

Critical examination of Vocational Courses is aimed at assessing 
whether the objectives for which these courses were designed have been 
achieved. This would mean whether : 

1. The Courses are Relevent to the World of Work ? 

(l) Meet all the desired objectives 

(ii) Meet requirements of the jobs on the basis of job analysis 
(lii) Practical training—sufficient weightage (60%) 

(iv) Provide working knowldege of business and industry 

(v) Provide scope for vertical mobility 
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(vi) Standards of achievement are clear 

(vii) Courses are designed in consultation with the business/industry 
(vin) No irrelevant subject-matter included 

(ix) No relevant subject-matter left out 

(x) Suitable for initial employment. 

2. The Courses are Adequated and Well Organised ? 

( 1 ) Give full idea about content 

(n) Language and style—simple without printing mistakes 

(iii) Subject-matter given in proper sequence 

(iv) Divided into suitable units with sufficient details 

(v) Classwise division—suitable 

(vi) Duration of courses—suitable 

(vii) Examination scheme—clear 

(via) Weightage to internal and external examination—justified 

(ix) Medium of instruction—appropriate 

(x) Appropriate provision has been made for practical examination. 

3. The Objectives have been Formulated Properly ? 

(l) According to the frequently performed duties m vocations 

(ii) According to the needs of the society 

(iii) Maintain balance among all objectives. 

4. The Courses are within the Students’ Learning Ability ? 

(l) Suitable for the age group 16-18 

(ii) They are according to the interest and aptitudes of the students 
(in) Accordmg to the maturity level of the students. 

5. The Teachers are Teaching the Courses Effectively ? 

(i) Teachers have thorough mastery 

(ii) They possess adequate skills and qualifications 
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6, The Schools have Necessary Facilities ? 

(i) Suitable tools and equipment are available 
(11) Proper teaching aids are available 

(iii) On-the-job tram facilities are available in the nearby area 

(iv) Suitable textbooks, reference books are available in the library. 

Over-all Remarks 

(i) Demand of the courses in the job market as compared to number 
of students offering courses. 

(ii) Are the courses really job-oriented ? 

(m) Academic component of the courses 

(a) irrelevant portions. 

(b) time allotment.sufficient/insufficient 

(iv) Is the final practical examination to be conducted by internal/ 
external examiners ? 

(v) Are the examiners professionally qualified ? 



CHAPTER IV 


Methods and Techniques of Teaching 


All successful teaching requires the use of sound methods. A success¬ 
ful vocational education teacher must know how learning in a productive 
situation takes place, He must have the ability to pass his knowledge and 
skill to learners. He does this through teaching method. Method consists 
of those activities through which teaching becomes effective. 


Criteria for the Selection of a Method 

According to Reynolds, Helan and Sidla Willins, there are certain 
criteria on which any method of teaching should be based. 

(i) The method should be considered in terms of the aims of 
teaching. 

(ii) The interest and enthusiasm to learn skill^should be aroused and 
maintained in the students. 

(in) Use of audio-visual aids should be invariably [made while 
teaching. 

(iv) The method should be dynamic and not static. 

(v) Devices of demonstrations, short time drills, technique check 
sheet, timed drills, motivation devices should form a part of 
teaching 

(vi) The skill should be developed in a correlated and an integrated 
manner with clear knowledge and understandings. 


The review of all the methods in the light of the above mentioned 
criteria shows that none of the methods is perfect. It is always advisable 
to use any method which the teacher thinks is best suited for teaching a 
particular group of students under particular conditions. 
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Work-Oriented Subjects arc Skill Subjects 

There are two definite aspects of teaching each and every subject of 
study—one is skill and the other is non-skill, A good teacher of vocatio¬ 
nal education must understand that skill building is different from learn¬ 
ing a non-skill subject. It is because important differences exist between 
methods of teaching skill subjects and non-skill subjects. In a skill build¬ 
ing subject like vocational education we are mostly concerned with the 
DEVELOPMENT OF CORRECT TECHNIQUES—i.e. the correct ways 
of performing the skill with accuracy and speed. But in non-skill 
subjects like language and social studies we are required to develop 
KNOWLEDGE UNDERSTANDINGS, AND ATTITUDES. Vocational 
education programmes are mainly skill in nature and as such every voca¬ 
tional education teacher must understand the principles of skill building. 


Principles of Skill Building 

The following are some of the basic principles of skill development' 

(7) Principles of Correct Techniques 

Building correct technique is the first objective m a vocational 
education course. The development of correct techniques is the foun¬ 
dation for the development of high skill. Therefore, the main emphasis 
while learning a skill should be the development of correct techni¬ 
ques of doing the work. Technique means the habits and motions used 
in a particular operation. Teacher direction of student pracLice is a 
key faclor in developing the basic techniques. The use of technique 
check list in skill classes is desirable. The {check list is a basic tool of 
instruction and it must be used to evaluate each student on the basic 
techniques. 

(2) Principle of Variety 

In order to avoid monotony, variety of techniques must be introduced. 
If one activity is conducted throughout the year, the programme becomes 
monotonous and dull, and students do not take proper interest. Even in 
a single period teachers generally use different types of drill and practice 
exercises. The term ‘drill’ covers all teacher directed practice, including 
timed practice. It does not include individual practice. Drills are 
designed to improve at least one element of skill. Drill should^be short, 
intensive, and precise in objective, Every drill should have a purpose. 
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(5) Principle of Planning in Advance 

An execution plan should be prepared in advance and practice 
periods should be well spaced. The exercises should be selected to match 
students needs and standards, Beginning pupils need technique drill and 
advanced students need speed drills. A complete plan weekwise and 
monthwise has to be prepared for the whole session. Daily lesson time 
must be distributed into short drill periods and these drills must be varied 
so that they may not become monotonous. The class should be divided 
into groups working at drill levels best suited to theii individual abilities. 

(4) Principle of Demonstrated Teaching 

Teacher’s demonstration is the most economical method of presenting 
a skill subject. One seeing is equal to one hundred tellings. Demonstra¬ 
tion is an effective teaching device. Demonstration is one of the most 
effective audio-visual aids used specially in beginning classes. "Show-how 
is far better than tell-how.” 

(5) Principle of Motivation 

Proper motivation is one of the most important phases of successful 
skill instruction. All students should profit from a motivation device. A 
variety of motivation devices should be employed. Motivation is specially 
important in a subject where results can be easily measured. 

(6) Principle of Individual Differences 

Provision must be made in any teaching plan for individual 
differences. The teaching methods and materials should be adjusted to 
meet the students’ needs. 

(7) Principle of Co-operation 

One of the chief objectives of the programme is to promote co-opera¬ 
tive attitude in students. With the help of a vocational education 
programme the teacher is required to develop in students respect and 
co-operation for fellow workers. The teacher should be co-operative in 
attitude, quick to praise student’s success, anxious to help him overcome 
his failures. He has to teach rather than criticize. 

(£> Principle of Automatization 

Automatization is the goal of the skills course because the test of any 
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skill is the ability to use it. Mastery is said to be achieved when the skill 
can be exercised quickly without giving much attention to it. Perfect 
mastery in a skill means a steady and uniform flow of motion, easy and 
economical movements, relaxed performance, concentration upon the task 
and intelligent use of the senses. 


How to Secure Mastery in Skill 

For securing mastery in a skill aspect of vocational education the 
following formula may be used 


1 . 

2 . 

3. 

4. 

5. 

6 . 


Steps 

Explanation 

Pretest 

The teacher determines the needs of the students. 

Teach 

The teacher presents the required subject-matter. 

Test the result 

The teacher tests the students to determine 
their mastery of the skill. 

Adapt procedure 

If the teacher finds that the students have not 
yet learned, he then carefully adapts his proce¬ 
dures. 

Reteaching 

Then the teacher teaches the skill again. 

Test again 

The effectiveness of this reteaching is tested 
again. 


If the teacher realizes that mastery has not been achieved, he should 
continue the process to the point of actual learning. Mastery is said to 
be achieved when the skill can be exercised quickly without giving 
much attention to it. A good demonstration is worth a dozen of lectures. 


Work Efficiency 

Eugene Staley, in his book entitled “Work-Oriented General Educa¬ 
tion” has emphasised work efficiency as a novel strand of work-oriented 
studies. There is always a better way of doing things. This should be a 
motto of vocational programmes. After some preliminary trails, the 
teacher must discuss with the students why some methods of doing a 
work are better than others. He must ask them to suggest various 
improvements in method. For example, they might suggest using both 
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hands instead of just jjone. The teacher must discuss with the students 
the most efficient method by which to get a particular work done. What 
makes it more efficient than other methods we tried ? 


Methods of Teaching 

A teacher of vocational education should judiciously combine various 
methods in order to make his work living and interesting. When we teach 
a subject under work-oriented education, we aim at developing certain 
skills and imparting knowledge and concepts. For developing skills 
project method, problem method, unit method, demonstration method 
and assignment method may be used. For acquiring knowledge the 
teacher can try lecture method, textbook method and discussion method. 
A simulated work situation may also be created through practice sets. 


Apprenticeship Method 

The first teaching method w as apprenticeship. Training programmes 
are planned on the basis of what the apprentice must do and what he 
must know in order to perform the operation or the job in a safe and 
satisfactory manner. This involves actual participation in learning acti¬ 
vities on the job. One of the first activities in planning on the job training 
is the preparation of schedule of work processes. This schedule consists 
of a listing of the various types of jobs in which the apprentice will 
engage together with the approximate time that will be spent on the 
process. 

After the establishment of formal schools for vocational education a 
number of methods have been devised from time to time to make the 
teaching of the trades real and effective 


Demonstration Method 

All teachers feel that demonstrations are necessary for an effective 
skill instruction. The best instructors use demonstration in every period. 
Rapid expert demonstration gives students confidence in the teacher. 
Demonstration should be given so that all students can see and hear them. 
Demonstration should emphasize ocly one technique at a time. It should 
be accompanied by brief explanations. Demonstrations should be follow¬ 
ed immediately by student imitation and then by the identification of 
successful motions. 
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Practically every thing in the beginning stages can be demonstrated 
effectively. Therefore, demonstration in the work-oriented education 
classes is one of the most valuable methods that can be used in the 
development of techniques, and improvement of other skills. 

The various steps of technique used m teaching a skill aspect are as 
under ■ 


Step I: Teacher Demonstrates 
Step II : Students Imitate 

Step III : Students Practise 
IF NECESSARY 

Step IV : Teacher Re-demonstrates 
Step V : Students Again Practise 
Step VI : Students Work Individually 


Project Method 

A project is a problematic act carried to completion in its natural 
setting. Project, in fact is that form of coordinated activity which is 
directed towards the learning of a significant skill or process, Project 
method is an activity approach to learning as it provides activity for the 
learner. A practical working of the project method consists six steps— 
providing a situation, choosing a pi oject, planning, executing, judging 
or evaluating and recording. 

Problem Method 

The problem method differs from the project in that the emphasis in 
it is on the mental solution reached rather than on a practical accom¬ 
plishment, How can we decorate our classroom with artistic typing is 
a problem which can be taken up. Students like problems and feel inte¬ 
rested in solving them. So it is very useful activity if we train our students 
for problem solving. 


Practice Set Method 

One of the major deficiencies of vocational commerce education 
instruction is that students do not get a feel of what goes on in a real 
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business situation For this purpose simulated conditions may be created 
in the class itself. A practice set includes job agenda, step by step job 
description, directions to complete the job and resource material 
for guidance, A practice set consists of original business papers relating 
to a particular job. 

For designing a practice set identify and mcoiporate the most 
frequently performed duties. The first step may be to prepare introductory 
statement. The second step is to prepaie job agenda. The third step is 
to prepare brief job instructions for each item on the agenda. The fourth 
and final step is to prepare completed forms, working papers and resource 
material A practice set can be of varying length and complexity. It 
can he given to the class at various stages of instruction- Two to three 
are enough during a year. Have sufficient number of copies. 

Practice set should be used near the end of the course or after com¬ 
pleting a unit. A block of several days may be utilized for this purpose. 
It is a type of self-instruction. The teacher should assist only when the 
student is confused, Once duplicated can be used for a number of yeais. 
The practice set should be collected and preserved after the class has 
completed the work. Instruct your students not to write anything on prac¬ 
tice set. 


For instance a book-keepers job consists of recording business 
transactions in appropriate books on the basis of some kind of business 
original papers like leceipts, vouchers, invoices, D/N, C/N, cheques, B/E, 
etc He has to analyse these papers from the point of view of accounting 
piocess. The papers should then be arranged chronologically, Then 
brief instructions are given in clear terms for the guidance of the students. 
In the end answers are also given so that the work may be checked. 


Laboratory Method 

Skillful teachers have always realised the educational importance of 
first-hand experience, This method provides first-hand experiences to the 
students, It is common knowledge that doing a certain thing is usually a 
better way to learn how to do that thing than merely reading about it 
One seeing is more than one hundred tellings. A practical teaching full 
of experiments and demonstrations can be provided through laboratory 
method It provides functional knowledge, Even the slow and backward 
students feel interested when they handle original sources. 
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Unit Method 

A unit may be defined as a carefully developed senes of child like 
experiences, related to a particular skill. The vast course content of 
a work oriented education area has to be organized in large divisions. 
Each such division is called a unit. Unit for lower classes should be 
shorter than those meant for higher classes A unit must have relationship 
to the whole course. Each unit should be further split up into sub-units 
for the sake of clarity. 


Assignment Method 

It is the combination of two methods namely, lecture-cum-demonstra- 
tion and laboratory methods. In an ideal method of work oriented instruc¬ 
tion, theory and practical work should go hand-in-hand Assignment 
method tries to achieve this target The whole of the course in a particular 
skill area is divided into a number of well-connected portions. Each of these 
portions is called assignment. The students are asked to complete these 
assignments weekwise or monthwise. The teacher also keeps a “progres¬ 
sive record” with him in which he enters the progress of every student. 
This helps the teacher to know where each student stands. 

For acquiring skill part of a work oriented education programme the 
methods given above are generally utilized from time to time. But for 
acquiring knowledge part of a woik oriented education course the teacher 
can use lecture method, textbook method, and discussion method. For 
example, discussion method helps the student of a skill subject in discover¬ 
ing what he did not know, what he has overlooked and wherein he is 
mistaken. Textbook method can serve as a basis of almost all other 
methods. It gives concise and to-the-point information regarding a skill 
subject. The lecture method involves teaching by means of the spoken 
words, The lecture method is generally used to motivate students, to clarify 
the concepts, to review the subject-matter, and to expand contents 

All successful teaching requires the use of sound methods A success¬ 
ful vocational education teacher must know how learning in a service 
type of situation takes place He must have the ability to pass his know¬ 
ledge and skill to learners He does this through teaching methods. 
Method consists of those activities through which teaching becomes effec¬ 
tive It is a way of teaching. Method is the procedure followed by a 
teacher in dnecting the learning process, It is composed of a senes of 
important steps which are placed in orderly, logical and effective arrange- 



meat. There is no one BEST method of teaching a vocational commerce 
subject. Each teacher has got his own. method. A method that is successful 
for one teacher may not be successful for another teacher. In the same 
way a method that is successful with one group of students may not be 
successful with another group of students. A successful vocational 
commerce teacher is he who is familiar with all the different methods but 
selects the ONE which suits him and his gioup or class. 



CHAPTER V 


Evaluation of Students Progress 


One of the most important responsibilities of 'teachers is that of test¬ 
ing students progress and evaluating the effectiveness of training pro¬ 
gramme. Evaluation is the process of determining how much progress, 
if any, students are making towards the achievement of goal set for them 
m a course. The mam purpose of evaluation is to inform basis for re¬ 
medial instruction. Vocational education is a skill area and teachers 
should be most concerned with discovering the strength and weakness of 
the learners. Then these students should be given the opportunity to 
change their habits or to learn what has not been learned. 

Purposes of Evaluation 

Evaluation is designed to serve one or more of the following purposes: 

1. To diagnose students weaknesses and provide data for remedial 
teaching. 

2. To measure students achievement in terms of the objectives of the 
course. 

3. To serve as a basis for determining grade for administrative purposes. 

4. To motivate students to maximum effort. 

5. To determine the extent to which students meet vocational standards, 

6. To evaluate the effectiveness of teaching. 

Evaluation should be a continuous process. A variety of devices and 
techniques should be used to get a complete picture of progress e.g. oral 
test, written test and performance test. The written test may be of four 
types—essay type, short answer type, objective type and testing through 
assignments. Objective tests may include completion type, true and false 
type, matching type and multiple choice type questions. 
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Testing Programme 

One of the more important types of tests involving both subjective and 
objective measurement of vocational education is the comprehensive test. 
This test includes oral questioning, written work and practical performance. 
It is designed to measure the ability to handle tools and materials in a 
workman-like manner. Speed and accuiacy are also measured The oral 
part of the test is designed to reveal interests and attitudes towards the 
vocation. The written examination is used to measure the individual’s 
familiarity with information of the area concerned. The practical test is 
used to measure the degree of skill acquired by the students in the course. 

Class tests and records must be treated systematically if they are to 
be service to the teacher. Certain records aie, of course, a compulsory 
part of the teacher’s school duties. Successful instruction is dependent 
partly upon the teacher’s ability to create and maintaining interest in the 
subject. For this purpose, and also for the purpose of providirg 
guidance to the teacher periodical class tests should be introduced. 

The Annual Plan of Evaluation 

An annual plan of evaluation must be prepared. A test has to be 
conducted after every operational stage and also on its full completion. 
Once the plan of action has been put into operation, ihe work may be 
controlled mainely by the use of progress chart. 

Specimen Progress Chart 


Class 


Term 


WEEKLY ASSIGNMENT No. 


Student's Name 

1 

2 

3 

4 

5 

6 

7 

8 

9 

Student V 

E 

E 

D 

B 

C 

C 

B 

A 

G 

W 

A 

A 

B 

C 

A 

B 

A 

— 

— 

X 

C 

C 

C 

B 

C 

B 

C 

B 

C 

Y 

E 

D 

C 

B 

c 

B 

A 

A 

* 

Z 

D 

D 

C 

B 

A 

A 

A 

B 

A 
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Entry is made on this chart after every test. The chart is divided into 
the number of weekly assignments the student is required to complete 
them throughout the term and to each week is allotted one set of work to 
be completed. The chart indicates the progress made wiLh these numbered 
sets of work. If a student has failed to complete the work or has been 
absent, this fact is disclosed, and he is not passed on the next set. A final 
grade for each student may be calculated with the help of above chart. 

A method of judging the skill acquired by the student is to assess 
various aspects of a skill area For this purpose, the work area has to be 
divided into various workable units and after the completion of each unit 
a test should be organized to assess the relevant skill of the student The 
following grading scheme may be used, 


For scores 81 

— 100% Excellent 

A 

61 

— 80% Good 

B 

41 

— 60% Fair 

C 

21 

— 40% Average 

D 

0 

— 20% Poor 

E 


Evaluation of Students’ Progress at the time of Performance Test 


The main features of all expert performances are (i) a steady and uni¬ 
form flow of motion, (ii) easy and economical movements (lii) relaxed 
performance, (iv) concentration upon the task and (v) intelligent use of 
senses. If all the 5 qualities aie available award A, if 4 are available 
awaid B, if 3 award C, if 2 award D and if 1 award E 

Evaluation of Finished Product 

If the product is saleable at premium as compared to market price, award 
A. If the product is saleable at par with market price, award B and at dis¬ 
count award C. If the product is not saleable but useable, award D and 
if the product is neither useable nor saleable award E grade 

Evaluation of Service Type of Performance 

If the service is excellent or one of the best, award A grade. If it is 
very good but not the best, award B, just tolerable award C, inferior 
award D and no good or useless awaid E. 
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The knowledge and skill of the students can be tested continuously 
through organization of periodical tests and observation of the student’s 
work. At the initial stage technique check sheet may be used to judge 
the students ability to work, It is expected that in evaluation of students 
performance paramount importance should be given to skill development. 
This will have to be reflected in fixing the weigbtages, 

Knowledge and understanding-25% 

Attainment in skill 60% 

Personality Traits 15% 

The ultimate assessment in a particular course will be an average of 
the entries made in the record. 

Cumulative Record Card 

Apart from teacher’s record, each student maybe asked to maintain 
cumulative record card. The students should make necessary entries in 
the card with the help of the teacher after completing every unit of the 
activity. In the end the teacher should also record his observations on 
the same card m the column provided for this purpose. A suggested 
proforma for a cumulative record card is given helow : 

1. Name of the student . 

2, Class . 

3 Subject area. 

4. Unit ... 

5. Unit started on ... 

6. Unit completed on ... 

7. List of tools and equipment used. 

(With specifications and size). 

8. Working papers used . 

9. Difficulties faced . 

10 Suggestions for improvement by the student . 
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Teacher’s Observation on the Following ; (In ABCDE grade) 

Time taken. 

Use of tools/Working papers 
Finish 

Discipline and group cooperation 
Utility of the work 

The evaluation records should be simple so that they may not con¬ 
sume the time of the pupils and teacher in lengthy paper-work. The 
tests for each unit should be part and parcel of that unit. 




Criteria for Evaluating Achievement of Vocational Studies 
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Body Posture 

Avoidance of wastage (time 
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CHAPTER VI 


Physical Facilities 


Vocational commerce teachers cannot be held responsible for voca¬ 
tional competence unless proper equipment, supplies and building space 
are provided. It is just as essential that class rooms be specifically designed 
and equipped for vocational education in commerce as it is for technology, 
scemce, home science and the like. Modern office equipment and materials 
have to be provided and periodically repaired and replaced. Specifically 
designed office furniture to meet the physical needs of students have to be 
provided. Good textbooks and teachers’ guides have to be made avail¬ 
able. The required instructional material may be prepared in collabora¬ 
tion with the NCERT and RCEs. 

Physical Facilities for Vocational Commerce Stream 

The physical facilities include housing, furniture, equipment and 
materials for teaching the different branches of commerce like stenotyp- 
mg/office management and accountancy. 

A. Housing for 40 Students 

1. A separate wing 

2. Three rooms 

3. Size of Typewriting Room 20'X24' 

4. Size of Book-keeping Room 20'x28' 

5. Size of Office-Machine Room 20' X12' 

6. Good lighting and ventilation 

7. Store Rooms 


B. Furniture 

1. Student’s Tables of varying height from 27’ to 32' 
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2. Book-keeping Tables measuring 30"x20* at top 

3. Typewriting Tables 36" x 20" at top 

4. Chairs of varying height from 14" to 18" 

5. Foot-rest blocks for small size students 

6. Reference Tables 

7. Book Shelves 

8. Teacher’s demonstration table. 

C. Equipment 


1. Black-Board of good 

size preferably extended upto side walls with 

duster and chalks 


2. Display Board with minimum of 8' X4' 

3. Waste paper basket one in each room 

4 Stapler 

One 

5. Paper Cutter 

One 

6. Paper Punch 

One 

7, Adding machine 

One 

8. Rotary Calculator 

One 

9 Filing Cabinet with two drawers 

10 Flat File 

One 

11. Caid Index Cabinet 

One 

12. Geometrical Set 

One 

13. Measuring Tape 

One 

14. Globe of World 

One 

15 Ram Guage 

One 

16. Thermometer 

One 

17. Stop Watch 

One 

18. Clock 

One 

19. Typewriter; one for two students 

20, Copy holder; one for two students 

21, Tool Kit, Cleaning and Oiling Equipment One Set 

22. Stencil Duplicator 

One 
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D■ Material 

1. Textbooks prescribed or suggested by examining body 

5 copies of each 

2. Selected Textbooks prescribed or suggested by other examining 

bodies 1 copy of each 

3. Economic and Commercial magazines and journals such as 
Yojana, Journal of Industry and Trade, Udyog Patrika, Udyam 
etc. 

4. Charts of key-board, organisation of business houses, prepara¬ 
tion of Bank Reconciliation Statement etc. 

5. Diagrams of Five Year Plans, Postal Information, Important 
Trade Centres and Trade Routes etc. 


6. Map Pointer One 

7. Inward Correspondence Register One 

8. Outward Correspondence Register One 

9. Postage Account Register One 

10. Poters of advertisement etc. 

11. Posts and Telegraph Guide One 

12. Telephone Directory One 


13. Atlases showing physical, political and commercial information 
of India, Asia and the world 

14. Newspapers such as Financial Times and Economic Times 

15. Standard Dictionaries in English and Regional Languages 

16. Dictation material for Shorthand 

17. Photographs of Prize Winners in Shorthand and Typewriting 

18. Business forms and other forms used in Banks, Post Offices and 
Government Departments etc. 

Instructional Material 

Instructional material means any device, method or experience used 
in connection with teaching. It include textbooks, supplementary reading 
materials, audio-visual and other sensory materials. 

In our country, in the field of vocational commerce education there 
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is acute shortage of good instructional material. Textbooks are not 
standardised. They are examination oriented rather than child centred. 
Supplementary reading material is hardly available to the students. 
Teacheis usually do not prepare instructional material. So there is a 
pressing need of preparation of instructional material for making the 
teaching effective and useful. 

The courses at the ~\-2 stage were implemented without much prepara¬ 
tion. Textbooks to cover all aspects of the syllabus are just not available. 
Teachers and students need immediate guidelines for day to day classroom 
learning in the form of teachers guide, textbook, workbook, practice set 
and graded exercises, 

The textbook is a very important element in a skill building course. 
Before choosing a book, the instructor will ask himself questions similar 
to these 

1. Does the textbook cover all the topics to be taught 7 

2. Are the explanations clear and simple 7 

3. Are the illustrations clear, attractive and authoritatively correct 7 

4. Does the presentation conform to the piinciples of skill building 7 

5. Is a time schedule suggested to serve as a guidepost to the teacher in 
handling the parts of each lesson ? 

6. Are the authors of the book recognised leaders in the field of skill 
subject 7 

7. Is the material set up to provide for individual differences 7 (Differen¬ 
tiated assignments) 

8. Are the mechanical production standard of the book high as to 
binding, paper, language style, size and readability of type, length of 
line, and so on 7 

9. Is the copy appealing to a student 7 

10. Are the practices taught in conformity with the best usages ? 

Curricular and extra-curricular school activities can often provide 
supplementary teaching materials, The alert teacher is constantly looking 
for subject matter in school life that he can adapt lo his classroom situa¬ 
tion. 



CHAPTER VII 


Vocational Commerce Teacher 


To a large extent, the success of vocational courses depends upon the 
quality and competence of the teachers who are ultimately responsible for 
implementing the scheme. Teacher is the most important single factor res¬ 
ponsible for the success or failure of the programme. The new emphasis on 
practical work and on-the-job training adds a new dimension to the role 
of teachers. Sincere and devoted teachers are required to run the 
programme successfully. Good teaching is as important and necessary 
in vocational education as it is in other academic subjects. To be 
a good vocational education teacher is a high achievement. A voca¬ 
tional education teacher must be well qualified and competent enough 
to organise and direct learning activities. Standard of skill should be as 
high or even higher than accepted standards in the job concerned e.g, 
typing speed 40 to 50 words per minute. Hence the selection, preparation 
and supervision of teachers of this area are of vital importance. A wel¬ 
come change is the appointment of teachers who may not be having 
M.Com. degree but who are professionals such as chartered accountants, 
bank employees, stenographers, etc. 


Present Position 

The beginning vocational commerce teachers are facing a number 
of problems: 

— They are products of liberal education. 

— Textbooks to cover the practical aspects are not available. 

— Pre-service training facilities are not available. 

— Course content is defective. 

— Evaluation procedures suffer from many drawbacks. 

— Proper equipment and materials are not provided. 

— Status of the teacher is not being treated at par. 
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In short our present teacher in this field is frustrated. And when 
blind leads the blind, very little progress can be expected. 

Qualities of an Efficient Teacher 

An efficient vocational commerce teacher must have the following 
qualities. 

— Competent worker in the field with an adequate practical skill 
— Trained m methodology of teaching 
— Thorough knowledge of office routine 
— Enthusiasm for teaching 
— Considerate treatment with students 
— Broad general education 

— Thorough knowledge of Psychology to deal individual differences 
and motor skill adjustments 

— Confident leadership : must be in command of his students and 
of the teaching procedures 

— Able to judge his efforts to see if he is contributing as much to the 
development of his students as he should, 

A vocational commerce teacher must be well qualified and competent 
enough to organise and direct learning activities. 

The Background of the Teachers 

A good vocational commerce education teacher must have a combi¬ 
nation of thiee aspects— 

Broad Genera! Education-fTeaching Skill-!-Professional Skill 

In short the teacher must be master of the vocational subject he 
teaches and should be skillful in the techniques of teaching. Franklin 
Keller rightly remarks— 

“The teacher must know about life. To know about life, he must 
know about vocation, and he can know about vocation only by having 
engaged in it. Generally, it can be said that the best teaching comes 
from those who are adept in vocation, have as much general educa¬ 
tion as possible, and have had specific preparation for teaching.” 
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The teacher must love his subject area. He must be in touch with 
recent developments and researches in the area of his specialization. He 
must have knowledge of new equipments and recent changes. He must 
be an enthusiastic teacher. He must be familiar with audio-visual aids 
available in the school and the community and techniques of grading and 
evaluation. A successful vocational education teacher must be a student 
and must prepare his lessons every day He must learn and grow through¬ 
out his life. 

Self-Evaluation of Vocational Commerce Teachers 

Self-evaluation is very necessary for the professional growth of voca¬ 
tional teachers in commerce A teacher can evaluate his own perfor¬ 
mance by filling in a self-evaluation sheet. It makes improvement in the 
teaching learning process. It helps the teacher in discovering his weaknes¬ 
ses. He can know the merits and demerits of his teaching process. He 
can prepare a plan for the removal of his shortcomings. It will be useful 
if self-evaluation criteria are developed by the teacher himself. Infact 
self-evaluation should be a continuous process at frequent intervals. 

The following are the examples of self-evaluation instruments for 
vocational commerce teachers— 

1. Self-evaluation sheet 

2. Teachers self-appraisal check-list 

Apart from this the best evaluator of the teacher’s worth is his 
student. Therefore, an opinionnaire to collect student’s opinion about his 
teacher is also given here. The instruments are illustrative only, They 
may be modified according to the needs and requirements. 


SELF-EVALUATION SHEET 

Read the questions carefully and put a check mark (V) on the most 
appropriate grade. 

A, if condition exists thoroughly, 

B, if condition exists tolerably, 

C, if condition exists to a limited extent, 

D, if condition exists negligibly or missing but needed, 

E, if condition does not exist. 
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1. Do you have full command over subject 7 

-A-B-C- D -E 

2 Do you plan your lesson daily before teaching 7 
- A -B-C-D-E 

3. Do you encourage students’ participation in the development of the 
lesson ? 

-A-B-C- D -E 

4. Do you provide for individual differences 7 

- A -B-C-D-E 

5. Do you use sufficient teaching aids in your class 7 

- A -B-C-D-E 

6. Are you systematic in the organisation and presentation of the 
subject-matter 7 

-A-B-C- D -E 

7. Are you punctual ? Do you dress properly and are well-groomed 7 

8. Are you self-confident 7 Do you have enthusiasm for teaching 7 

-A-B-C-D-E 

9. Is the class well within your control 7 

- A - B - C -D-E 

10. Do you give proper weightage to theory and practice. 

-A-B-C- D -E 

Your Over-all Teaching Proficiency 

-A-B-C- D -E 
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Teacher’s Self-Appraisal Check-List 
(N.B. : Check only those which you want to reply in the negative) 

Do you— 

1. Give proper weightage to theory and practice “> 

2. Take care of classroom organisation such as tidiness, 
ventilation, etc. 7 

3. Accept help from student representatives in management of class ? 
4 Start and finish your class promptly 7 

5. Try to make your teaching interesting 7 

6. Prepare daily lesson outlines/plans 7 
7 Use the black-board extensively ? 

8. Use coloured chalks to emphasize important point ? 

9. Make sure that fundamentals are mastered by the class 
before taking up the new topic ? 

10. Proceed from simple to complex ? 

11. Guide the students in reading the textbook properly ? 

12 Insist on neat and systematic work 7 

13 Encourage students to work independently ? 

14 Teach just-one new concept at a time ? 

15. Make effective use of teaching aids ? 

16. Accept help from superior students to help the slow learners ? 

17. Display appropriate forms and sample documents in your 
lesson ? 

18 Demonstrate available labour saving machines and appliances? 

19. Use field trips to enrich classroom experiences 7 

20. Organise commence club, student’s bank, cooperative store etc, ? 

21. Invite local experts and businessmen to talk on particular topics ? 

22. Work out the exercise yourself before assigning it to class 7 

23. Check the class assignments regularly 7 

24. Evaluate each unit before changing it 7 

25. Utilize the results of test for remedial teaching 7 
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OPINIONNAIRE 
(Student's opinion about his teacher) 

(N.B. : Read each item carefully and indicate your opinion frankly by 
putting a check mark (vO on one of the five possibilities mentioned 
therein. Do not write your name on the opmionnaire.) 

What is your opinion of your teacher concerning his :— 


Outward personality ? 

Excellent 

■ Always takes care of his appea¬ 
rance and proper grooming. 

Good 

: Nearly always appears attractive. 

Average 

: Generally his outward personality 
looks attractive. 

Below Average 

: Often he comes in shabbily 
dressed. 

Poor 

: Presents a very miserable picture of 
himself. 

Voice V 

Excellent 

: Always uses distinct voice. 

Good 

: Nearly always distinct in speaking. 

Average 

: Generally clear and distinct, only 
once in a while difficult to understand 
him. 

Below Average 

: Only occasionally distinct in spea¬ 
king. 

Poor 

: Voice is poor, speaks very carelessly. 

Nature and behaviour 7 

Excellent 

: Always kind and keen to understand 
student’s point of view. 

Good 

: Nearly always kind and willing to 
help. 

Average 

: Generally kind and occasionally strict. 
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Below Average 
Poor 


Often gets angry. 

Harsh, fault-finding and inconsr 
derate. 


4. Expression 7 

Excellent 

Good 
Average 
Below Average 

Poor 

5. Command on subject 7 

Excellent 

Good 
Average 
Below Average 
Poor 


: Very fluent and confident in expres¬ 
sion. 

: Nearly always uses good language. 
Generally speaks well. 

• Often shows lack of confidence in 
speech. 

: Expression is very poor. 


: Always possesses up-to-date informa¬ 
tion on the topic to be taught. 

: Nearly always presents the subject- 
matter systematically. 

: Generally teaches well with sufficient 
preparation. 

■ Only occasionally his teaching is 
effective 

: Comes in the class without preparation. 


6. Ability to make class work interesting 7 

Excellent : He is very enthusiastic and always 

tries to make teaching interesting. 

Good : Most students are interested most of 

the time. 

Average : Generally he tries to help maintain 

interests as other teachers do. 

Below Average . Only occasionally he is concerned 

about the students’ interest. 

His classroom teaching is boring. 


Poor 
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7, Ability to finish course in time ? 


Excellent 

Good 

Average 
Below Average 

Poor 


: Always very particular about finish¬ 
ing the course. 

■ Nearly always takes care about the 
course. 

: Generally finishes the course in time. 

: Sometimes he fails to finish the 
course. 

: Does not care about completion of 
course. 


8. Impartiality 7 

Excellent 

Good 

Average 

Below Average 

Poor 


: Absolutely impartial. 

: Nearly always tries to be fair. 

: Most students are treated equally, 
some students receive special attention. 

: Some are always favoured, some are 
disfavoured. 

: Very unfair, marked favouritism. 


9. Regularity in checking assignments 7 


Excellent : Always checks the assignment and 

return it quickly 

Good : Nearly always checks each assignment. 

Average : Generally "checks the assignments. 

Below Average : Only occasionally checks the assign¬ 

ments. 

Poor : He does not check assignments at all- 


10. Punctuality in classroom teaching 7 

Excellent : Always starts and finishes his class 

promptly. 

Good : Nearly always punctual in taking 

class periods. 
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Average 

: Generally punctual. 

Below Average 

: Only occasionally regular about time. 

Poor 

: He does not care about punctuality at 
all. 

Classroom discipline ? 

Excellent 

: Class is well within his control. 

Good 

-.Very few problems arise as he is 
resourceful. 

Average 

; Most students are busy with their 
work 

Below Average 

: Only occasionally students are atten¬ 
tive and orderly. 

Poor 

• Frequent disorders and noise in the 
class. 

Reputation as teacher 7 

Excellent 

: He is one of the best teachers. 

Good 

; Very good but not the best, 

Average 

: Just tolerable 

Below Average 

. A weak teacher 

Poor 

: No good 



CHAPTER IX 


Supervision and Assessment 
of Skill Lessons 


Practice-teaching programme is a compulsory item of all teacher¬ 
training courses, In this programme a teacher-trainee uses his theoreti¬ 
cal knowledge and practical skill for communicating the contents of his 
subject, There are very few teachers who may be called born teachers. 
There cannot be a trainee who is fully perfect in the art of teaching from 
the very beginning. Hence, teachers have to be made with the aid of cons¬ 
tant guidance, criticisms and suggestions by the supervisors of training 
colleges. 

In the commerce programme we prepare two types of teachers or we 
give two types of training — training of teaching (1) skill subjects and 
(2) non-skill subjects. Important differences exist between methods of teach¬ 
ing skill subject and non-skill subject. In the same way there is a lot of 
difference in supervising a skill lesson and a non-skill lesson, In the com¬ 
merce syllabus, shorthand and typewriting are skill subjects and book-keep¬ 
ing, elements of commerce, economics, banking, business organisation and 
commercial geography are non-skill subjects. In skill building subjects 
we are mostly concerned with the development of correct techniques. But 
in non-skill subjects we are required to develop knowledge, understanding 
and attitudes. This is the reason for separating the supervision and assess¬ 
ment of two types of subjects. It means a special type of ‘‘Observation 
Schedule” should be used while supervising skill lessons. 

The supervisors of skill building area should use a suitable observa¬ 
tion schedule, similar to given below — 



53 


ASSESSMENT SHEET 
(for skill-building subibcts) 

Name of the teacher. 

Class. Subject. 

School ... 

Rating Remarks 

1. Emphasis on correct posture 

-A-B-C-D-E 

2. Demonstrations by teachers 

-A-B-C-D-E 

3. Methods and techniques used 

-A-B-C-D-E 

4. Enthusiasm For teaching 

-A-B-C-D-E 

5. Organisation and presentation of the subject-matter 

-A-B-C-D-E 

6. Classroom organisation 

—-A-B-C-D-E 

7. Command over subject 

-—A-B- C -D-E 

8. Considerate treatment with students 

-A-B-C-D-E 

9. Black-board work 

-A-B-C-D-E 

10 . Teaching aids 

-A-B-C-D-E 

11 . Teachers personality 

-A-B-C-D--E 

12 Over-all assessment 
-A-B— : -C-D 


■E 
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Til day-to-day supervision the 5-point ratipg scale has to be used. 
For instance, if the student teacher is veiy much particular about correct 
posture of the students’ ‘A’ or ‘B’ grades may be given. ‘A’ in the rating 
scale stands for excellence, £ B’ for superior, 'C’ foi average, ‘D’ for below 
average and ‘E’ stands for unsatisfactory performance. The supervisor 
should also note down his suggestion for improvement in remarks column. 

Here a detailed discussion about each item on the observation sche¬ 
dule is necessary. 

1. Emphasis on Correct Posture 

Conect posture is an essential aspect in learning a skill subject. The 
students posture has a very important influence on his skill learning. A 
supervisor has to see whether correct posture is being stressed by the 
student-teacher frequently throughout the class period For instance, in 
a typewriting class the student should be diiected by the teachei to sit 
well back on his chair, place his feet on the floor, eyes on copy, fingers 
curved, elbows close to body, wrists down and fore arms parallels. 

2. Demonstrations by the Teacher 

In skill subjects a well planned demonstration may save many minu¬ 
tes of explanation, The teacher demonstrates and the students imitate. 
Through this team-work; skill is developed The demonstration should 
be planned, brief and visible to all students It should emphasize only 
one technique at a time and should be accompanied by brief explanations 
It should be followed immediately by student imitation and then by the 
identification of successful motions 

3 Methods and Techniques Used 

In skill lessons the supeivisor has to see that the student-teacher is 
practicing only the “right ways”. He must have the knowledge of newer 
development in teaching motor skills. He should be fully conversant with 
the teaching procedures. Accuracy and speed both are fundamental 
principles. Speed does not increase through the passage of time. It 
requires a combination of the best possible methods of both learning and 
teaching, For this purpose best possible practice matter (drills) should be 
used by the teacher. The teacher should use a variety of speed drills. 
Students must be taught not only what and how to practice but also why. 
Drills are of no value unless they are made meaningful and purposeful to 



students. Every drill should have a purpose. For example in typewrit¬ 
ing the pupil teacher may use variety of drills, such as alternate-hand 
words, balanced-hand words, same letters and different words, repeated 
letter drills, drills of alphabetic sentences, drills for difficult reaches; 
warm-up drills, one minute repetitive writing and call the throw drill, etc. 
A drill plan should be prepared and practice periods should be well spaced. 
The supervisor is expected to observe all these techniques. 

4. Enthusiasm for Teaching 

Students like to study under those teachers who possess enthusiasm 
for teaching. An enthusiastic teacher uses discussion, demonstrations 
and other learning media in the classroom in order to make the teaching 
living and purposeful. He should know that uncertainty, fear and lack of 
direction have a damaging effect on skill learning. A method could be 
boring if the teacher does not present it in an interesting way. The teacher 
must be dynamic and resourceful. The supervisor has to encourage the 
teacher in right direction. 

5. Appropriateness, Adequacy and Organisation of the Subject-Matter 

The organisation and presentation of the lesson should be in a proper 
sequence from simple to complex. The subject-matter should be divided 
into suitable units and these units should be properly organised. The 
teacher should present the subject-matter keeping in view the aims and 
objects of that lessoa. He should be able to present the subject-matter in 
a simple and correct language and effective style suited to the age level 
of students. 

6. Classroom Organisation 

Classroom organisation is itself significant in the teaching-learning 
process. For instance, a typewriting class should be organised in such a 
way that the whole atmosphere is congenial and natural—favourable to 
learning. Desks and chairs should be according to the heights of the 
students. The seating arrangement should be made according to the height 
of the pupils, the smaller pupils sitting in front the taller pupils behind 
them. The textbook, normally should be placed on the right side of the 
typewriter. Unrepaired machines should be so marked so that pupils will 
not sit. The demonstration stand should be placed near the teacher’sd esks. 
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7. Competency in Skill 

The student teacher should have a thorough mastery over his subject. 
He must be an expert of his subject and have a thorough command over 
it. He must possess an adequate skill so that he may demonstrate the 
fundamental principles efficiently. For instance an efficient typing teacher 
must be a competent typist. 

8. Considerate Treatment with Students 

The human element and appioach to individual students is very neces¬ 
sary and important in teaching-learning situation. Courtesy is important 
in developing the right kind of learning. The teacher should be very polite 
in guiding the students specially for their mistakes. He should be sympa¬ 
thetic and friendly with the students, 

9. Black-Board Work 

The teacher should have practice of writing a good hand on the 
black-board. His black-board work should be neither too lengthy nor too 
short. In skill lessons the purpose of black-board work is not to give 
notes to the students, but to present the subject-matter through various 
drills. The black-board work should display proper organisation. 

10. Teaching Aids 

Teachers often make the mistake of showing pictures or other aids 
which are unnecessary and irrelevant, Some times these aids are not help¬ 
ful in clarifying a concept. Also in some lessons their number is so large 
that they cannot be used advantageously. The teacher should be alive to 
these mistakes and make judicious selection and use of the teaching aids. 

11. Teachers’ Personality 

An efficient skill teacher must be well dressed, attractive and confi¬ 
dent. He must be properly qualified in his subject. He must be in complete 
command of his students. He should be able to teach the class with 
pleasant mood and smiling face. 

12. Over-all Assessment 

The over-all assessment includes the total impression of the supervisor. 



CHAPTER X 


Occupational Information 
And Guidance 


‘'The function of the school is to provide adequate educational, 
personal and social guidance to help student to bridge the gap 
between his school and post-school life.” 

—Stanley W. Williams 

Educational and vocational guidance for higher secondary vocational 
commerce students is very essential. Neither the students nor their parents 
know any thing about choosing careers. It will be more useful if the 
students are given vocational guidance in classes IX and X to choose a 
suitable vocational course for their future career. 

Meaning of Guidance 

Vocational guidance means guiding the students to select proper 
careers and vocations. It is necessary to make them acquainted with the 
essential qualities required for the different types of careers and vocations. 
It helps them in order that they acquire efficiency in the career they have 
undertaken. This is the work of a counsellor. Speedy industrialization 
and modernization and the opening of many useful and worthwhile 
avenues and service types of vocations under vocational commerce educa¬ 
tion demand the introduction of vocational guidance at the secondary 
stage. 

In reality there are various avenues available to the vocational 
commerce students after completing their course but the students and 
parents do not know anything about them. A counsellor or vocational 
commerce teacher must, therefore, give an idea of these openings to the 
students, Sometimes the students select the careers far above their 
intellectual level e. g. English Stenotyping. So after some days they have 
to leave them. By appropriate guidance such a wastage could be stopped. 
One has to work very hard to get mastery in any vocational field. 
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In the absence of counsellor a vocational commerce education teacher 
has to work as guidance teacher also. The students’ bent of mind and 
innate qualities help us in judging his vocational aptitude. The important 
directives are-his health, educational achievements, i.q., achievement in 
skill, interest, prsonality traits, family background, etc. 


Functions of a Guidance Teacher 

Vocational guidance means guiding the student to select proper 
careers and vocations. The teacher has to collect data regarding individual 
students. He has to collect occupational and vocational information from 
various sources and on the basis of that he has to advice individual or group 
of students. He should also help students for their placement in various 
jobs and occupations. Under follow up programme of guidance he should 
be able to pass on information about vacaucies and recruitment tests to 
his old students. 

For this purpose he must have thorough knowledge of different voca¬ 
tions and courses. He must know the psychology of the students and their 
family problems. He should not thrust his own views on the students but 
only guide them. He should take into account aptitudes, likes and dislikes, 
abilities and qualities of the students before coming to any conclusion and 
then suggest to them 2 or 3 alternatives. The questionnaire technique may 
be used for collecting information regarding various aspects of the 
students, 


QUESTIONNAIRE 

Please Answer the Questions Correctly and Briefly 
(Your answers would be kept confidential) 

1. Your full name 
(Begin with surname) 

2. Age Date of Birth 

3. Religion Mother Tongue 

4. Monthly income of the family 

5. Name of the school 
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6. Medium of instruction 

7. The total maiks secured at the last examination 

8. Underline the programme of extra-curricular activities in which you 
have taken part : 

(1) Indoor Games (2) Outdoor Games 

(3) Regional competition (4) Music/use of musical instruments 

(5) Decoration of the school (6) Dancing/cultural programme 

(7) N.CC. (8) Girl Guiding/Scouting 

(9) Social Work (10) On-the-job Experience 

9. Please underline the hobby which you have : 

(1) Writing work (2) Reading 

(3) Gardening (4) Seeing dramas & films 

(5) Drawing (6) Any other hobby (please mention) 

10. Education of father. Occupation .. 

11. Education of Mother.Serving : Yes/No. 

12. Do you wish to serve : Answer Yes/No 

If your answer to Q. No 12 is ‘Yes’, then underline the reason 
below which applies to you most. 

(a) To help the family (b) To"get economic independence 

(c) Liking of one particular line (d) To occupy in v/ork 

( e ) For further education (f) For the service of Humanity 

(g) To get the pleasures of life (h) On parents’ advice 

(i) For proceeding to foreign lands (j) No specific reason 

(k) If any other reason, please write it. 

13. Do you wish to continue the education after Higher Secondary 7 
If your answer is 'Yes’ then which course you wish to undertake 7 

Yes/No 
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14. What is the choice of your parents-further study or service ? 

15. Will you start serving immediately after passing the Hr. Secondary 

Examination ? Yes/No 

16. Write the two jobs you like to take up in order of preference. 

17. Give reasons for your liking, 

18. Do you desire to learn while you earn ? Yes/No 

19. Which occupation you definitely dislike? (write only one such 
occupation). 

20. Which profession your parents desire you to take up ? 

21. Do you like to stay in town/village ? Why ? 

22. Have you ever discussed about your profession with your friends, 
relatives or teachers ? 

Yes/No.With whom?.When. 

23. Would you like to start your own business ? 

If yes, give details-. 

24. Have you received practical experiences or on the job training in any 
area ? If yes, give details. 
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JOB OPPORTUNITIES FOR 
VOCATIONAL COMMERCE STUDENTS 


Self-Employment 


Wage Employment 


Course : Stenography 

—Commercial Institutes: 
Typing/Stenography 

—Individual Business : 

Typing/Duplicating/Part-Time 

Jobs. 


Course : Purchasing and Store 
Keeping 

—Broker 
—Factor 

—Market Surveying Investigator 
—Indent House (Foreign Trade) 
—Clearing Agent 
—Door to Door Supplier 
—Packing Contractor 
— Warehouse Owner (Adhatiya) 


Course : Insurance 

—Insurance Agent/Consultant 
—Rural Representative 
—Surveyer 

—Recovery Agent/Teacher 
—Investigator 


—Stenotypist/Stenographer 
—Personal/Private Secretary or 
Assistant 

—Confidential Secretary or Assis¬ 
tant 

—Office Assistant 
—Typist 

—Clerk-cu m-Typist 
—Lower Division or Upper Divi¬ 
sion Clerk 


—Purchaser 
—Storekeeper 

—Purchase Assistant/Purchase 
Clerk 

—Store Assistant/Store Clerk 
—Bin Incharge 
—Receipt Clerk 
—Issue Clerk 

- Kardex Clerk 

— Documentation Assistant 
—Market Research Assistant 
—Liaison Assistant 

—Traffic Clerk 
—Store Accountant 


—Assistant 

—Inspector/Development Officer 
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Self-Employment 


Wage Employment 


Course : Office Methods and Pro¬ 
cedures 

—Typing Institute 
—Individual Business : Typing/ 
Duplicating/Part-time jobs 

Course : Marketing and Salesman¬ 
ship 

—Street Vendors (e.g. Hawkers, 
Newspaper Seller, Milk Supplier, 
etc.) 

—Whole Sale Trader 
—Retailor 

—Commission Agent 
—Agent 


—Stockist 

—Order Suppher/Tender Supplier 


Course : Accountancy & Auditing 

—Performing Independently Ac¬ 
counting Activities 


— Office Assistant/Clerk/Typist 

— Confidential Assistant 

—Receptionist/Telephone and Te¬ 
lex Operator 


— General Salesman 

— Sales Assistant/Shop Assistant/ 
Counter Salesman/Attendent/ 
Demonstrator 

—Retail Salesman 

—Selling Agent 

—Purchasing Agent/Buyer 

—Technical Salesman/Sales Re¬ 
presentative / Technical ’ Sales 
Demonstrator 

—Touring Salesman/Travelling 
Salesman 

—Auctioneer/Auction Sale Con¬ 
ductor 

—Propel ty/Estate Broker/Property 
Agent Dealer 

—Share Maiket Broker/Dalal 

— Export Salesman 

—Fashion Model 


—Accounts Clerk/Assistant 
—Book Keeper 

—Cashier/Cash Clerk/Cash Coun¬ 
ter Clerk 

—Ledger Keeper/Ledger Clerk 
—Cost CleTk/Assistant 
—Audit Clerk/Assistant 
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Setf-Employment 

Course : Taxation Practices 

—Tax Assistant 
—Tax Representative 
—Tax Liaison Assistant 
—Tax Agent/Adviser/Consultant 
—Tax Accountant 
—Brief Preparer 

—Excise Agent / Adviser / Consul- 
tant/Liaisonman 

—Customs Agent/Adviser/Consul- 
tant/Liaisonman 
—Local Tax Agent 
—Motor Vehicle Tax Adviser 
—Tax Recorder 

Course : Banking Assistant 


Wage Employment 


—Tax Clerk 
—Tax Assistant 
—Excise Clerk 
—Excise Assistant 
-Customs Clerk 
— Customs Assistant 
—Secretary of Tax Authority/ 
Advocate/ Adviser/CA’s/ Admini¬ 
strator 

—Clerk in Transport Agencies, 


-Clerk 

—Cashier 

—Cashier-cum-Clerk 
—Godown Keeper 
—Clerk-cum-Godown Keeper 
—Cashter-cum-Godown Keeper 
—Clerk-cum-Typist 





PLACES WHERE JOBS ARE AVAILABLE 


** Government Offices: Central, State, Local Bodies, Semi-Government 

** Public Undertakings/Enterprises 

** Private Organisations/Offices/Firms 

** Educational/Professional Intitutions 

** Public Utility Services 

** Commercial Institutions/Coaching Centres 

** Various Clubs/Associations/Trade Unions 

** Trusts—^Educational/Charitable 

** Professional Individuals: Consultants/Advisers/Surveyers/Qartered 
Accountants/Contractors/Lawyers 

** Joint Stock Companies/Firms/Cooperative Societies/Retailors/Agen¬ 
cies/Markets. 
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